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MINNESOTA BULLETIN NO. 120-4-8 
 
SUBJECT:  ADS – Contribution Agreement Payments  
 
Purpose. To distribute additional information relative to paying partners for TSP work 
accomplishments through Contribution Agreements. 
 
Expiration Date. September 30, 2004 
 

Action Required by District Conservationists with SWCD Contribution Agreements  
 
Questions have arisen regarding the correct process for Soil and Water Conservation District 
(SWCD) to request reimbursement for TSP work under their Contribution Agreements.  An error 
as been identified in the Contribution Agreement wording which spells out these requirements. 
 
Under the Responsibilities Section of each Contribution Agreement, it states that the District 
will:  

f. Obtain a Vendor Identification Number (VIN) if recipient does not currently 
have one.  VIN can be obtained as follows: 

 
Contact the Miscellaneous Payment Section of the National Finance Center 
(NFC) to request an Enrollment Package.  The telephone number is 800-421-
0323.  The package will include a nine-digit Vendor Identification Number 
(VIN).  Complete the enrollment package, which includes a section for the 
financial institution to complete, and return the package to the NFC.  Follow 
up with the NFC to ensure that VIN is coded as “Active” prior to submitting 
first payment request.  

 
The portion of the clause highlighted in bold above is incorrect and will be corrected prior to 
subsequent agreement approvals.  Existing agreements will not be revised but must follow the 
guidance in this bulletin.   



 

 

 
The correct information is as follows: 
 

• The VIN number is not obtained from the National Finance Center.  The VIN is 
the partner’s tax identification number.  Most SWCDs should already have this 
number, which can be used for our purposes and they won’t be required to obtain 
a new tax ID number.  Each SWCD will record their VIN on the SF3881.   

 
• SWCDs must obtain a ACH Vendor/Miscellaneous Payment Enrollment Form to 

request payment via an electronic transfer of funds by completing form SF3881.  
The SF3881 can be accessed at http://www.fms.treas.gov/pdf/3881.pdf  or by 
calling 1-800-421-0323. 

 
• Mail the hard copy of the completed form (do not fax) to the following address 

 USDA Office of the Chief Financial Officer 
 National Finance Center 
 PO Box 6000 
 New Orleans, LA 70160 
 ATTENTION – Miscellaneous Payments Section 

 
• Payment will be completed by electronic transfer to the Contribution Agreement’s 

financial institution. 
 
Direct any questions on the information in this bulletin to Charles Montgomery, State 
Administrative Officer.    
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